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Welcome to Self-Service! Self-Service is web-based tool that will allow you to register for
classes, view your grades and financial statement, and much more. Not all features of Self-
Service are currently available. Additional modules will become available.

SECTION 1. CREATING A SELF-SERVICE PASSWORD

Before accessing Self-Service, you will need to create a Self-Service password. Enter the
following URL in the address bar of any web-browser: RESET.MARTINCC.EDU. You will see the
Martin Community College Password Portal homepage.

Martin Community College Password
Portal

Martin Community College Password Portal

Here you may:

Fig. 1. For first-time users, click CREATE/RESET YOUR PASSWORD. If you know your password
but want to reset your password, click CHANGE YOUR PASSWORD. If you have forgotten your
Password and need to reset your Password, click RESET YOUR PASSWORD. Once you have
created your password, it is recommended that you create new Security Questions to help
secure your identity. Click ENTER ADDITIONAL SECURITY QUESTIONS. Remember your
guestions and answers; you will be asked to answer these questions the next time you reset
your password.



Martin Community College Password

Portal

Reset Your Password.
ur USERNAME only

| mc12345

Fig. 2. To create/reset your password, enter your username. Your username is the initial of your
first name, the initial of your last name, and the last five (5) digits of your Student/Colleague ID
number. Your Student/Colleague ID number is on most information that you receive from the
college. If you cannot locate your Student/Colleague ID number, visit your faculty advisor,
counselor, or the Registrar’s Office. Bring your photo ID. Enter your ID and click NEXT. You may
cancel this process/request at any time. To do so, click CANCEL.

Example: Martin C. College is a student; his Student/Colleague ID number is 0312345. His
username is MC12345.

Martin Community College Password
Portal

Please answer the following security questions.

Fig. 3. To continue creating/resetting your password, answer the questions on the screen. Enter
your full seven-digit Student/Colleague ID number. Enter your last name. Enter your six-digit
birth date. Example: If your birth date is January 1, 2000, enter 010100. Click NEXT.



Martin Community College Password
Portal

Fig. 4. Enter your new password. The password must be 8 characters and contain three (3) of
the following four (4) categories: uppercase letter (A-Z); lowercase letter (a-z); number 0
through 9; nonalphanumeric character ~!@#$%*&* _-+="|\(){}[]:;"'<>,.?/. Confirm your new
password. Click NEXT.

Martin Community College Password
Portal

Fig. 5. Congratulations. Your password has been successfully created/reset. Click FINISH. Upon
completion, you will return to the Martin Community College Password Portal homepage.
Remember to enter additional security questions to help secure your identity. Do not forget
your answers!



SECTION 2. SIGNING IN TO SELF-SERVICE

Now that you have created/reset your password, go to Self-Service. Enter the following URL to
any web browser: ss.martincc.edu. You will see the Martin Community College Self-Service Sign

In page.

* N0 =

Martin,. .
Community
® College

Sign In

Fig. 6. Enter your user name and password. Click SIGN IN.



SECTION 3. STUDENT PLANNING

From the Self-Service homepage, choose STUDENT PLANNING.

& mc2zas [ signout ® Help

Y'Yl Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

E

) Student Finance e Student Planning

Here you can view your latest statement and make a payment online Here you can search for courses, plan your terms, and schedule & register your

¢

course sections.

] Grades

Here you can view your grades by term,

® 2000-2019 Ellucian Company L.P. and its affiliates. All rights reserved., Privacy

Fig. 7. With the Student Planning module, you can access your program of study (degree plan),
plan your schedule, and share notes with your advisor.



SECTION 3.A. PLANNING OVERVIEW

& mc12345 [ signout

Academics * StudentPlanning + Planning Overview

Steps to Getting Started

There are many options to help you plan your courses and earn your degree. Here are 2 steps to get you...

Lty
= l View Your Progress R Plan your Degree & Register for Classes
v Start by going to My Progress to see your academic progress in your '_'_'k Next, take a look at your plan to see what you've accomplished and
degree and search for courses. register your remaining classes toward your degree.
Go to My Progress Go to Plan & Schedule
Programs Cumulative GPA Progress

Associate in Arts 2,889 (2.000 required) -

2019SP Schedule

Sun Mon Tue Wed Thu Fri Sat

10am

11am

Fig. 8. The opening screen is the Planning Overview; it reflects the current term. The weekly calendar at
the bottom of the screen will show you a schedule of your seated classes.

2pm
3pm
4pm
Spm
6pm
7pm
8pm

Snm

Sections with no meeting time
+ PSY-150 General Psychology Section 54 Faculty: Sykes, K
v S0C-210 Introduction to Sociology Section 51 Faculty: Breed, R

+" SPA-112 Elementary Spanish Il Section 53 Faculty: Moare, A

Fig. 9. By scrolling to the bottom of the Planning Overview screen, you will see online sections for which
you are registered. Online sections do not have a meeting time.



&K %%: ot & mc23ss [ signout @ Help

ﬁ Academics Student Planning Planning Overview
Planning Overview
Step: N arted
There ar My Progress you plan your courses and earn your degree. Here are 2 steps to get you...
1 Plan & Schedule 2
- -
x| se Catalog
o Course Catalog 'rogress Plan your Degree & Register for Classes
Y= Testsummary to My Progress ta see your academic progress in your b Next, take a look at your plan to see what you've accomplished and
arch for courses. register your remaining classes toward your degree.
Unofficial Transcript jress Go to Plan & Schedule
Programs Cumulative GPA Progress

Associate in Arts 2.889 (2.000 required) -

2019SP Schedule

Sun Mon Tue Wed Thu Fri Sat

8am
9am
10am
11am

12pm

Fig. 10. At the top of the Planning Overview page, click on STUDENT PLANNING navigation tool, and you
will see various tools available within the Student Planning module. Click on MY PROGRESS.



Section 3.B. My Progress

£ mc12345 [ sign out @ Help

Academics Student Planning My Progress

L
My Progress
-
Associate in Arts ( View a New Program YV ( Load Sample Course Plan /
(1 of 1 programs) ~ i
=
At a Glance & Print
Cumulative GPA: 2.889 (2.000 required)
Institution GPA: 2.889(2.000 required) E Program Completion must be verified by the Registrar.
Degree: Associate in Arts
Majors: Associate in Arts
Departments: Associate in Arts Progress
Catalog: 2015 h
Anticipated Completion Date: 8/17/2017
Total Credits 63 of 60
escription 13 1
The Associate in Arts degree shall be granted for ... more
Total Credits from this School 46 of 15

Program Notes 13 Ll
Show Program Notes

Requirements

General Education Requirements

Complete all of the following items. A\ 0 of 6 Completed. Hide Details

A.
English Composition

Take 6 credits; from ENG-111 ENG-112

Complete all of the following items. A\ 0 of 1 Completed. Hide Details

Ay 0of 6 Credits Completed. Hide Details

Fig. 11. The My Progress page provides you information about your program of study. If you are enrolled
in multiple programs, you can toggle between different programs. The program title is shown below the
My Progress title at the top of the page; this is a view of the Associate in Arts program. You can also
view your cumulative GPA. By scrolling down, you can see the classes that are required for the
completion of your program. Scroll down.



A
English Composition

Take 6 credits; from ENG-111 ENG-112

Complete all of the following items. /A 0 of 1 Completed. Hide Details

N\ 0 of 6 Credits Completed. Hide Details

Status Course {" - ™ Grade Term Credits
Search )
,/
@ Not Started ENG-111 Writing and Inquiry
(@ Not Started ENG-112 Writing/Research in the Disc

B.
Humanities/Fine Arts/Co

Take 9 credits; From courses COM-231 ART-111 ENG-231(524025) ENG-232(524026) MUS-110 PHI-215(524028) PHI-240(524029); Minimum 9 credits; Minimurn 2 subjects;
Complete all of the following items. A\ 0 of 1 Completed. Fully Planned Hide Details

(© Fully Planned A\ 6 of 9 Credits Completed. Hide Details

Status Course f Search T\ Grade Term Credits
A _</

v Completed MUS-110 Music Appreciation A 20165P 3

v Completed ART-111 Art Appreciation A 2018FA 3

® Planned COM-231 Public Speaking 2019FA 3

Fig. 12. As you scroll down the PROGRESS page, observe the color-coding of the courses:
“Completed,” “In-Progress,” “Not Started,” and “Planned.” Not every course on this plan needs
to be completed. Each section of the program has a specific number of credits required for
completion. The Humanities/Fine Arts/Communications requirement of this program requires
nine (9) credits; the student has completed six (6) of the required nine (9) credits. Scroll down
through your entire program to see which courses are remaining.

In just a minute, we will schedule a section for the next semester. But first, let’s become
familiar with the Plan & Schedule tool.

£ mc2zas [ Ssignout @ Help

A Academics © StudentPlanning - My Progress
My P Planning Overview ) .
Search for course:
-
m My Progress
in Art 4 ; \ ) o Pls
in S ( View a New Program ) ( Load Sample Course Plan
Plan & Schedule \ AN
ams)
=
At a | Course Catalog & Print
Cumula 7o Summary 2,889 (2,000 required)
Institut| 2.889 (2,000 required) Program Completion must be verified by the Registrar.
Degree: Assaciate in Arts
Majors: Unofficial Transcript Associate in Arts
Departmens: Associate in Arts Progress
Catalog: 2015
Anticipated Completion Date: 8M7/2017
Total Credits 63 of 60
The Associate in Arts degree shall be granted for ... more
Total Credits from this School 46 of 15
Program Notes (N 13 1
Show Program Notes

Reauirements

Fig. 13. Scroll back to the top of the My Progress page. Click on STUDENT PLANNING. Now, click on PLAN
& SCHEDULE.



Section 3.C. Plan and Schedule (Registering for Classes)

o Marti ’
& 1%:}” / Test L mc12345s [ signout @ Help
ﬁ Academics Student Planning Plan & Schedule
Plan your Degree and Schedule your courses
o
o=
Schedule Timeline Advising Petitions & Waiver
=
< > 2019SP | 4+
W ¢ W “
Y Filter Sections ) 4 save toical ) ( & Print ) Planned: 0 Credits  Enrolled: 12 Credits ~ Waitlisted: 0 Credits
ENG-111-11: Writing and Inquiry Sun Mon Tue Wed Thu Fri Sat
10am
v/ Registered
11am M [ eweanan
Credits: 3 Credits \
Grading: Graded 12
Instructor: Mabry, A kb
1/7/2019 to 5/6/2019
1pm
V' Meeting Information
2pm
3pm
v View other sections
4pm
Spm
PSY-150-54: General Psychology
6pm

«/ Radictarard

Fig. 14. The first term or semester to appear on the Plan and Schedule page is the current term. The
current term in this figure is the 2019 Spring term. Notice that the student is already enrolled and
registered in a section of Writing and Inquiry (ENG 111 11). A successfully registered course shows a
green banner. This is a seated section, so information appears on the calendar.

You may toggle between different terms by clicking the left and right arrows. The selected term
appears to the right side of the arrows. Be sure you are always looking at the right term.

You can print the student’s term course plan by clicking the PRINT button.

7pm
SOC-210-51: Introduction to Sociology

8pm
+' Registered

9pm

Credits: 3 Credits

Grading: Graded 10pm
Instructor: Breed, R

1/7/2019 to 5/6/2019

11nm

\ Meeting Information

v View other sections

Sections with no meeting time
«" PS5Y-150 General Psychology Section 54 Faculty: Sykes, K
+ SOC-210 Introduction to Sociology Section 51 Faculty: Breed, R

+ SPA-112 Elementary Spanish Il Section 53 Faculty: Moore, A

Fig. 15. By scrolling down the course list and the calendar, you can see other sections in which the
student is enrolled. General Psychology (PSY 150 54) and Introduction to Sociology (SOC 210 51) are
both online courses. They do not appear on the calendar because they do not have meeting times. They
are listed again below the calendar.

10



Let’s start a schedule for the next term. If the current term is the Spring semester, the next
term is the Summer or Fall semester. On the Plan & Schedule page, you can use the right or left
arrow to move to the Summer semester as shown below. If a term is not already present, you
can add or remove term using the ‘- or ‘+’ buttons.

& 'ﬁlm::f‘_::ky ff Serice Tect & mc123as [ signout @ Hep

Academics Student Planning Plan & Schedule
f

Plan your Degree and Schedule your courses Search for courses

Schedule Timeline Advising Petitions & Waivers
=
< > 2019sU | — +
e ~
| Y Filter Sections /, Planned: 0 Credits  Enrolled: 0 Credits ~ Waitlisted: 0 Credits

Sun Mon Tue Wed Thu Fri Sat
No Courses Selected For This Term
8am -

Fig. 16. You can see that this student has not yet registered for any courses for the Summer or
Fall. From the navigation tool bar at the top, click on STUDENT PLANNING, and then click on MY
PROGRESS.

£ mc123s5 (S signout @ Help

A Academics + StudentPlanning - My Progress
My Progress Search for course:
o
on
Associate in Arts ( View a New Program ( Load Sample Course Plan
(1 of 1 programs) h o
=
At a Glance & print
Cumulative GPA: 2.889 (2.000 required)
Institution GPA: 2.889 (2,000 required) n Program Completion must be verified by the Registrar.
Degree: Associate in Arts
Majors: Associate in Arts
Departments: Associate in Arts Progress
Catalog: 2015 h
Anticipated Completion Date: 8M7/2017
Total Credits 63 of 60
The Associate in Arts degree shall be granted for ... more
Total Credits from this School 46 of 15
Program Notes 13 1
Show Program Notes

Requirements

General Education Requirements

Complete all of the following items. A\ 0 of 6 Completed. Hide Details

A

English Composition

Take 6 credits; from ENG-111 ENG-112

Complete all of the following items, A\ 0 of 1 Completed. Hide Details
A\ 00f 6 Credits Completed. Hide Details

Fig. 17. From your My Progress, page, scroll down until you see the course(s) you want to plan for an
upcoming term.



(@ Not Started HI5-132 American History Il

@ Not Started POL-120 American Government
(0] POL-120 American Government (Possible Replacement) (GPA only) F 2016FA 3
D. Math
Take 3 credits; From courses MAT-143 MAT-171(523934); Minimum 3 credits;
Complete all of the following items. /A 0 of 1 Completed. Hide Details
/\ 0 of 3 Credits Completed. Hide Details
Status Course e ™ | Grade Term Credits
| Search )
N
@ Not Started MAT-143 Quantitative Literacy
@ Not Started MAT-171 Precalculus Algebra
E. Natural Sciences
Take 4 credits; From courses BIO-110(524019) BIO-111(524020) CHM-151;
Complete all of the following items. A\ 0 of 1 Completed. Hide Details
/A 0 of 4 Credits Completed. Hide Details
Status Course (" Search ) Grade Term Credits
N
@ Not Started BIO-110 Principles of Biology
(@ Not Started BIO-111 General Biology |
@ Not Started CHM-151 General Chemistry |

F. Additional General Educati

Take 14 credits; From courses ART-111 BIO-110(524019) BIO-111(S24020) BIO-112(524021) BIO-140 BIO-140A CHM-131 CHM-131A CHM-132(520490) CIS-110(S21058) CIS-115(523954) ECO-251

Fig. 18. This student is required to take a Math course (Section D); the student should take either MAT
143 or MAT 171.

"'1?5%2""‘;. ; & mc1234s (3 Signout ® Help

Academics - Student Planning Course Catalog

Search for Courses and Course Sections
< Back to My Progress

Filters Applied: None

Filter Results

Subjects A MAT-171 Precalculus Algebra (4 Credits) w\ Add Course to Plan ‘;

This course is designed to develop topics which are fundamental to the study of Calculus. Emphasis is placed on solving equations and
inequalities, solving systems of equations and inequalities, and analysis of functions (absolute value, radical, polynomial, rational,
exponential, and logarithmic) in multiple representations. Upon completion, students should be able to select and use appropriate models
and techniques for finding solutions to algebra-related problems with and without technology.

MAT - Mathematics (1)

Locations A —
Requisites:
Take One Set: Set 1: DMA-010, DMA-020, DMA-030, DMA-040, DMA-050, DMA-060, DMA-070, and DMA-080 Set 2: DMA-010, DMA-020, DMA-
Main Campus (1) 030, DMA-040, DMA-050, and DMA-065 Set 3: DMA-010, DMA-020, DMA-030, DMA-045, DMA-060, DMA-070, and DMA-080 Set 4: DMA-010,
Website (1) DMA-020, DMA-030, DMA-045, and DMA-065 Set 5: DMA-025, DMA-040, DMA-050, DMA-060, DMA-070, and DMA-080 Set 6: DMA-025, DMA
040, DMA-050, and DMA-065 Set 7: DMA-025, DMA-045, DMA-060, DMA-070, and DMA-080 Set 8: DMA-025, DMA-045, and DMA-065 Set 9:
MAT-121 Set 10: MAT-003 - Must be completed prior to taking this course.
Show All Terms A
View Available Sections for MAT-171 &
2019SP (1)

20195U (1)
Days of Week A

Page 1 |of1

Tuesday (1)
Thursday (1)

Time of Day A

Select time range... v

Fig. 19. When the student clicks on MAT 171, course information appears. The student now has two
options. The student can ADD COURSE TO PLAN or VIEW AVAILABLE SECTIONS. Choose VIEW AVAILABLE
SECTIONS.

12



| [ ] Not Online (1) |

18D Website, Web 511k
‘ 3/4/2019 - 5/6/2019 Lab/Shop Hours

Precalculus Algebra 71
Runs from 1/7/2019 - 4/1/2019

Seats Times Locations Instructors
[ T/Th 10:00 AM - 11:50 AM Main Campus, Bldg 4 026 Carson, M
1/7/2019 - 4/1/2019 Classroom Hours !
TBD Main Campus, Web SITE
1/7/2019 - 4/1/2019 Lab/Shop Hours
20195V
Seats Times Locations Instructors
22 TBD Website, Web SITE Green. M
5/23/2019 - 7/29/2019 Classroom Hours '
18D Website, Web SITE
5/23/2019 - 7/29/2019 Lab/Shop Hours
| Kl < ‘ Page { 1 J of 1 > | ]

Fig. 20. Information for multiple terms may be shown. Scrolling down shows information for the 2019
Summer Semester. This is an online course that begins on 5/23/2019 and ends on 7/29/2019. The
instructor is M. Green. Click ADD SECTION TO SCHEDULE.

Section Details
MAT-171-50 Precalculus Algebra
20195V

Instructors Green, M (mgreen@martincc.edu)
Meeting 5/23/2019 - 7/29/2019
Information Website, Web SITE (Classroom Hours)
5/23/2019 - 7/29/2019
Website, Web SITE (Lab/Shop Hours)
Dates 5/23/2019- 7/29/2019
Seats Available 22 of 22 Total

Credits 4

Grading

Requisites

Take One Set: Set 1: DMA-010, DMA-020, DMA-030, DMA-
040, DMA-050, DMA-060, DMA-070, and DMA-080 Set 2:
DMA-010, DMA-020, DMA-030, DMA-040, DMA-050, and
DMA-065 Set 3: DMA-010, DMA-020, DMA-030, DMA-045,
DMA-060, DMA-070, and DMA-080 Set 4: DMA-010, DMA-
020, DMA-030, DMA-045, and DMA-065 Set 5: DMA-025,
DMA-040, DMA-050, DMA-060, DMA-070, and DMA-080 Set
6: DMA-025, DMA-040, DMA-050, and DMA-065 Set 7: DMA-

Fig. 21. Section Details are displayed. Clicking ADD SECTION will add the section to your Plan.
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& mc12345 (> Ssignout ® Help

Academics Student Planning Course Catalog

MAT-171-50 has been planned on the schedule.

Search for Courses and Course Sections

A MAT-171-50 has been planned on the schedule.
< Back to My Progress

Filters Applied: None

Filter Results

Subjects A MAT-171 Precalculus Algebra (4 Credits) ( Add Course to Plan )

.,
This course is designed to develop topics which are fundamental to the study of Calculus. Emphasis is placed on solving equations and
inequalities, solving systems of equations and inequalities, and analysis of functions (absolute value, radical, polynomial, rational,
exponential, and logarithmic) in multiple representations. Upon completion, students should be able to select and use appropriate models
and techniques for finding solutions to algebra-related problems with and without technology.

MAT - Mathematics (1)

Locations A =>
Requisites:
Take One Set: Set 1: DMA-010, DMA-020, DMA-030, DMA-040, DMA-050, DMA-060, DMA-070, and DMA-080 Set 2: DMA-010, DMA-020, DMA-
Main Campus (1) 030, DMA-040, DMA-050, and DMA-065 Set 3: DMA-010, DMA-020, DMA-030, DMA-045, DMA-060, DMA-070, and DMA-080 Set 4: DMA-010,
Website (1) DMA-020, DMA-030, DMA-045, and DMA-065 Set 5: DMA-025, DMA-040, DMA-050, DMA-060, DMA-070, and DMA-080 Set 6: DMA-025, DMA-
040, DMA-050, and DMA-065 Set 7: DMA-025, DMA-045, DMA-060, DMA-070, and DMA-080 Set 8: DMA-025, DMA-045, and DMA-065 Set 9:
MAT-121 Set 10: MAT-003 - Must be completed prior to taking this course.
Show All Terms A
View Available Sections for MAT-171 A
20195P (1)
20195U (1)
2019sP
Days of Week A

Precalculus Algebra 50 5
Tuesday (1) 8¢ Add Section to Schedule

Thursday (1)

Seats Times Locations Instructors
Time of Day A
7 TBD Website, Web SITE
Rogerson, C
1/7/2019 - 5/6/2019 Classroom Hours
Select time range... N

Fig. 22. Confirmation of the added section may be shown in notifications in the upper righthand corner.

Using the Navigation Tools at the top of the page, we can return to the My Progress page and scroll
down to another course that needs to be added to our Plan.

Take 6 credits; from ENG-111 ENG-112

Complete all of the following items. /A 0 of 1 Completed. Hide Details

N\ 0 of 6 Credits Completed. Hide Details

Status Course " 7\. Grade Term Credits
K Search

2 In Progress ENG-111 Writing and Inquiry 20195P 3

@ Not Started ENG-112 Writing/Research in the Disc

B. Humanities/Fine Arts/Co
Take 9 credits; From courses COM-231 ART-111 ENG-231(524025) ENG-232(S24026) MUS-110 PHI-215(524028) PHI-240(524029); Minimum 9 credits; Minimum 2 subjects;

Complete all of the following items. /A 0 of 1 Completed. Hide Details

A\ 6 of 9 Credits Completed. Hide Details

Status Course { Search '\. Grade Term Credits
' Completed MUS-110 Music Appreciation A 20165P 3
v Completed ART-111 Art Appreciation A 2018FA 3
@ Not Started COM-231 Public Speaking

@ Not Started ENG-231 American Literature |

@® Not Started ENG-232 American Literature Il

(@ Not Started PHI-215 Philosophical Issues

@ Not Started PHI-240 Introduction to Ethics

C. Social/Behavioral Sciences

Fig. 23. COM 231, Public Speaking is a course that has Not Started, and the student needs a total of nine
(9) credit hours to complete this section. The student may click on COM 231.

14
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Academics * StudentPlanning * Course Catalog

Search for Courses and Course Sections
< Back to My Progress

Filters Applied: None

Filter Results

=

Subjects A COM-231 Public Speaking (3 Credits) ( AddCoursetoPlan )

This course provides instruction and experience in preparation and delivery of speeches within a publ
Emphasis is placed on re yeaking
Upon completion, students should be able to prepare and deliver well-organized speeches and participate in group discussion with
appropriate audiovisual support

setting and group dis
ch, preparation, delivery, and evaluation of informative, persuasive, and special occasion public

n

COM - Communication (1)

Locations A -
Requisites:

Take ENG-111; - Must be completed prior to taking this course.
Main Campus (1)

Website (1) View Available Sections for COM-231 e

Show All Terms A

2019FA (1)
2019SP (1)

Days of Week A

Tuesday (1)
Thursday (1)

Time of Day A

Select time range..

Fig. 24. Choose ADD COURSE TO PLAN when you plan to take a course in an upcoming term but if you
are undecided on the day or time or instructional method or if information is not published for available
sections.

gty L mass [ signo @ Help

Academics * StudentPlanning - Course Catalog

Search for Courses and Course Sections L
Search for courses...

Q]
< Backto My Progress

‘ Course Details ‘

7 Flltel’ Results COM-231 Public Speaking

This course provides instruction and experience in preparation and delivery of speeches within a |
public setting and group discussion. Emphasis is placed on research, preparation, delivery, and
evaluation of informative, persuasive, and special occasion public speaking. Upon completion, Add Course to Plan

Subjects

students should be able to prepare and deliver well-organized speeches and participate ingroup [ public setting and group discussion.

discussion with appropriate audiovisual support live, and special occasion public speaking.

| ) com - communication (1) 1d participate in group discussion with

Credits 3
Locations
Locations Offered TBD
[ "] Main Campus (1) Requisites
[ ] website (1) Take ENG-111; - Must be completed prior to taking this N
course.

Show All Terms

[] 2019FA (1) i
() 2019sp (1) oo IO

Days of Week

Close Add Course to Plan
|| Tuesday (1) l

[ ) Thursday (1)

Time of Day ~

’ Select time range... v ‘

Fig. 25. Adding the Course to the Plan requires selecting a term. In the figure above, you can see the
student is adding the course to the 2019 Fall Term. Click ADD COURSE TO PLAN.

15
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Academics * StudentPlanning © Course Catalog

COM-231 has been added to plan.

Search for Courses and Course Sections
< Back to My Progress

" Filters Applied: None
Filter Results

Subjects A COM-231 Public Speaking (3 Credits)

This course provides instruction and experience in preparation and delivery of speeches within a public setting and group discussion.
Emphasis is placed on research, preparation, delivery, and evaluation of informative, persuasive, and special occasion public speaking,
Upon completion, students should be able to prepare and deliver well-organized speeches and participate in group discussion with
appropriate audiovisual support

COM - Communication (1)

Locations A =
Requisites:

Take ENG-111; - Must be completed prior to taking this course
Main Campus (1)

Website (1) View Available Sections for COM-231 g

Show All Terms A

2019FA (1)
2019SP (1)

Days of Week A

Tuesday (1)
Thursday (1)

Fig. 26. Confirmation of the added section may be shown in notifications in the upper righthand corner.

Use the navigation tool bar at the top of the page to return to Plan & Schedule.

4 i it O mczas (3 signout (@ Help
ﬁ Academics Student Planning Plan & Schedule
Plan your Degree and Schedule your courses Search for courses..
Schedule Timeline Advising Petitions & Waivers
=
4 ™
< 5> | 2019sU | — + ( Remove Planned Courses ) Register Now
\ /
e : aY C ) it
| Y Filter Sections ) \ & Print ) Planned: 4 Credits  Enrolled: 0 Credits ~ Waitlisted: 0 Credits
MAT-171-50; Precalculus Algebra X sun Mon Tue Wed Thu Fri Sat
8am
+ Planned
9am
Credits: 4 Credits
Grading: Graded
Instructor: Green, M ek
5/23/2019 to 7/29/2019
Seats Available: 22 11am
v Meeting Information 12pm
1pm
W View other sections 2pm
3pm

Fig. 27. The Plan and Schedule page (for the 2019 Summer term) shows that the student has planned
MAT 171 for the Summer term. IMPORTANT: Students cannot register for a course unless it has been
approved by their advisor or by a counselor. Clicking on the REGISTER button will reveal an error
message.

16



for course:

Plan your Degree and Schedule your courses

Schedule Timeline Advising

W Meeting Information
- 12pm

pm

' View other sections 2pm

3pm

Fig. 28. To remove the notification, click the ‘x’ in the upper righthand corner of the notification box.

The Plan & Schedule has multiple tabs. To register for a course, you will need your advisor to approve
your course. Click on ADVISING.

\ 1‘::“.::”’ et 8 mc12345 [ Signout
Academics Student Planning Plan & Schedule
f
Plan your Degree and Schedule your courses Search for courses
Schedule Timeline Advising Petitions & Waivers
=
My Advisors 4

B2 Brian Busch (Program)
Latonya Joyner-Hyman (Program)

Last review requested on 3/8/2019

COmpOSe a Note Course Plan last reviewed on 3/7/2019 by Busch, Brian W,

View Note History

Thank you!

Busch, Brian W. on 3/7/2019 at 8:32 PM

You are the best teacher in the world!

College, Martin C. on 3/7/2019 at 8:31 PM

Fig. 29. The REQUEST REVIEW button will generate an email to your advisor with a request for your

advisor to review and approve or deny your plan.
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o Marth )
S gy 5 L mca2385 (3 signout @ Help
Academics Student Planning Plan & Schedule . x
MAT-171-50 - Advisor must approve coursework.

¢ s | 201050 [ — || 4 (" Remove Planned Courses J

e \ N
{ Y Filter Sections ) ( & Print ) Planned: 4 Credits  Enrolled: 0 Credits  Waitlisted: 0 Credits
MAT-171-50; Precalculus Algebra X Sun Mon Tue Wed Thu Fri Sat
8am
+ Planned
9am
Credits: 4 Credits
Grading: Graded T
Instructor: Green, M
5/23/2019 to 7/29/2019
Seats Available: 22 11am

[ Request Review



& mc123s5 (D signout ®@ Help

Academics Student Planning Plan & Schedule

Your plan is ready for review

Plan your Degree and Schedule your courses [ search or courses

Schedule Timeline Advising Petitions & Waivers

Mark your plan as ready for review

B2 Brian Busch (Program)
Latonya Joyner-Hyman (Program)

Last review requested on 3/17/2019
Compose a Note Course Plan last reviewed on 3/7/2019 by Busch, Brian W.

Fig. 30. Clicking on the REQUEST REVIEW button will create a notification in the upper righthand corner.

£ mc12345 (> signout @ Help

Academics Student Planning Plan & Schedule
f
Plan your Degree and Schedule your courses Search for courses
Schedule Timeline Advising Petitions
=

My Advisors

(' RequestReview )
B4 Brian Busch (Program)
Latonya Joyner-Hyman (Program)

Last review requested on 3/17/2019
Compose a Note Course Plan last reviewed on 3/7/2019 by Busch, Brian W.

Please review my plan.

Fig. 31. The student can also compose a note for the advisor. Remember to click SAVE NOTE or the note
cannot be view by the advisor.

Using the Self-Service navigation tool bar at the top of the page, the student can return to the Plan &
Schedule page.
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£, mc123a5 (3 signout @ Help

ﬁ Academics Student Planning Plan & Schedule
Plan your Degree and Schedule your courses Search for course
e
oo
Schedule Timeline Advising Petitions & Waivers
=
'd A
< s> | 2019sU | — + ( Remove Planned Courses )
\ J
. \ p ~
( Y Filter Sections /: \( & Print ;I Planned: 4 Credits  Enrolled: O Credits ~ Waitlisted: 0 Credits
MAT-171-50: Precalculus Algebra X sun Mon Tue Wed Thu Fri Sat
8am
) Approved
v Planned 2
Credits: 4 Credits U
Grading: Graded
Instructor: Green, M Tam
5/23/2019 to 7/29/2019
Seats Available: 22 12pm
v Meeting Information
1pm
2pm
v View other sections
3pm

Fig. 32. The screen shows that the advisor has “approved” MAT 171 50. The student can now register for
the course by clicking REGISTER button on the left-hand side under the course name.

NOTE: the blue “REGISTER NOW” button in the upper righthand corner will register the student for all
courses that are planned and approved. By using the REGISTER button, the student can register for
courses individually.

£ mc12345 (> signout @ Help

ﬁ Academics Student Planning Plan & Schedule
Plan your Degree and Schedule your courses Search for courses
Schedule Timeline Advising Petitions & Waivers
=
~ ~ ~
( Y Filter Sections ) ( ) savetoical /: \f & Print .;l Planned: 0 Credits  Enrolled: 4 Credits  Waitlisted: 0 Credits
MAT-171-50; Precalculus Algebra Sun Mon Tue Wed Thu Fri Sat
Bam
¢ Approved
+ Registered, but not started =
10am

Credits: 4 Credits
Grading: Graded
Instructor: Green, M 11am
5/23/2019 to 7/29/2019

“ Meeting Information 12pm

2pm
v View other sections

Fig. 33. Information below the course and section title now show that the student has registered for the
section.
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There is also a DROP button. Students cannot drop a section using this function. Send a note to or
contact your advisor to request your course be dropped.

Use the PRINT button to print a schedule.

Toggle forward to the 2019 Fall Semester.

S e 2 &  maas > signout @ Help
~ Academics Student Planning Plan & Schedule
Plan your Degree and Schedule your courses
Schedule Timeline Advising Petitions & Waivers
=
< 2019FA | — + (_ Remove Planned Courses /
' ™ e N
| Y Filter Sections ': \ & Print ) Planned: 3 Credits Enrolled: O Credits  Waitlisted: 0 Credits
COM-231: Public Speaking X Sun Mon Tue Wed Thu Fri Sat
8am
Vv View other sections
9am
10am
11am
12pm
pm

Fig. 34. This course has been planned, but a section day and time or instructional method has not been
chosen. The student can click on VIEW OTHER SECTIONS to see available sections.

& mc12385 [ Signout @ Help

ﬁ Academics Student Planning Plan & Schedule
Plan your Degree and Schedule your courses
=
o
Schedule Timeline Advising Petitions & Waivers
=
\
¢ 2019FA | — + (_ Remove Planned Courses )
7 ~\ ’ ~
{ Y’ Filter Sections ) { & Print ) Planned: 3 Credits  Enrolled: O Credits  Waitlisted: 0 Credits
COM-231: Public Speaking % Sun Mon Tue Wed Thu Fri Sat
8am
A View other sections
9am
1 of 1
K < > M 1o
1 F
. 11am
12pm
1
Id 1pm
|
2pm

Fig. 35. In this example, one section is available for the 2019 Fall term. The student can click on the
section details if this is the section for which the student wishes to register.
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L mc12345 (3 sign out

Academics * Student Planning * Plan & Schedule

. Section Details

Plan your Degree and Sj

l[ Search for courses... O\

il COM-231-10 Public Speaking
2019FA
Schedule Timeline Advig
- — Instructors Weden, S (sw04624@martingc.edu) |
—

~ Meeting T,Th 11:10 AM 12:15 PM
[ < > | 2019FA Information 8/15/2019 - 12/16/2019 F

Main Campus, Bldg 4 038A (Classroom Hours)

Dates 8/15/2019 - 12/16/2019
T Filter Sections 5 Enrolled: 0 Credits  Waitlisted: 0 Credits

Seats Available 18 of 18 Total
Credits 3
COM:231: Public Speaking i i =
Grading Graded .
A View other sections Requisites 1 8

Take ENG-111; - Must be completed prior to taking this

N < 1 of 1 course. | _

COM-231-10 Public Speaking
Seats Available: 18 Course Description This course provides instruction and experience in preparation and
Instructor: Weden, S delivery of speeches within a public setting and group discussion
Time: TTh 11:10 AM - 12:15 PM Emphasis is placed on research, preparation, delivery, and evaluation of
Dates: 8/15/2019 - 12/16/2019 informative, persuasive, and special occasion public speaking. Upon
Location: Main Campus Bldg 4 completion, students should be able to prepare and deliver well- |
Hours)
Close Add Section
- -
3pm
4pm

Fig. 36. Choosing ADD SECTION will add this section to the student’s plan.

» Martin

lege

& mc1235 (> signout @ Help

Academics Student Planning Plan & Schedule

COM-231-10 has been planned on the schedule.

Plan your Degree and Schedule your courses

COM-231-10 has been planned on the schedule.

Schedule

Timeline

Advising Petitions

- ~
p 2019FA [ — | [ & (" Remove Plamned Courses )
. J

e I s ™
| Y Filter Sections /, \,\ & Print ) Planned: 3 Credits  Enrolled: O Credits  Waitlisted: 0 Credits
COM-231-10: Public Speaking X Sun Mon Tue Wed Thu Fri Sat
10am -
v Planned
) 11am X x
Credits: 3 Credits com231-10 coman-io
Grading: Graded 12pm
Instructor: Weden, S P
8/15/2019 to 12/16/2019
Seats Available: 18 1pm
“ Meeting Information
2pm
3pm
v View other sections 4pm
Spm
6pm

Fig. 37. The notification in the upper righthand corner shows that the course has been added to the
plan. If the student is ready for the advisor to review and approve the requested section, choose the
ADVISING tab.
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&L mci23as (D Signout @ Help

Academics © Student Planning * Plan & Schedule

Plan your Degree and Schedule your courses

]

schedule Timeline Advising Petitions & Waiver

o

My Advisors

Request Review

Latonya Joyner-Hyman (Program)

Last review requested on 3/17/2019
Compose a Note Course Plan last reviewed on 3/7/2019 by Busch, Brian W.

Please review my plan

View Note History

Fig. 38. The student may click REQUEST REVIEW and wait for the advisor to respond. The advisor may
approve or deny the request. If the request is approved, the student may register for the course and
print a schedule.

SECTION 4. COURSE CATALOG AND CLASS SCHEDULE

Before you can register for a section, you may need to find out which classes are being offered
for a particular term.

L mc23ss [ signout @ Help

Academics Student Planning Planning Overview

Stepf Planning Overview irted

o There ar  wy Progress you plan your courses and earn your degree. Here are 2 steps to get you.
Plan & Schedule 2
-
Course Catalog 0
v Coursetatalog 'rogress ﬂ Plan your Degree & Register for Classes
Y= Test Summary to My Progress to see your academic progress in your '_'_'N Next, take a look at your plan to see what you've accomplished and
arch for courses. register your remaining classes toward your degree.
Unofficial Transcript jress Go to Plan & Schedule
Programs Cumulative GPA Progress

Associate in Arts 2,889 (2.000 required) -

2019SP Schedule

Sun Mon Tue Wed Thu Fri Sat

8am

9am

Fig. 39. From the Planning Overview page, click on COURSE CATALOG.
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'4%2;‘,”;.2 (Pt B £ mc12345 (D Ssignout @ Help

Academics Student Planning Course Catalog
r
Search for Courses and Course Sections Search for course
Subject Search Advanced Search
=

Search for a course subject:| © Type a subject

ACA - Academic Related

ACC - Accounting

AHR - Air Cond, Heat, & Refri
ART - Art

AUT - Automotive

BIO - Biology

BPR - Blueprint Reading

BUS - Business

CCT - Cyber Crime Technology

CHM - Chemistry

Fig. 40. A list of all subjects is shown on the Course Catalog homepage. To see which courses
are offered in a particular term, click on ADVANCED SEARCH.

<. Martl o > |
X %g"y&q wie fest 8 mc12345 (> signout @ Help

Academics Student Planning Course Catalog

Search for Courses and Course Sections

)

on
subject Search Advanced Search
=
Catalog Advanced Search
Term Meeting Start Date Meeting End Date
M/ M
20195P
2019s5U
2019FA
| subject < | Course number
Subject ~ Course number
Subject A Course number
( + Add More.. )
Days Of Week
Sunday Monday Tuesday Wednesday
Thursday Friday Saturday

Fig. 41. On the Advanced Search page, you may select a particular term for which you wish to
search. Select 2019SU, scroll to the bottom of the page, and click SEARCH.
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0 iy 5 Srvie Tt & mci2345 (D Signout @ Help

Academics * StudentPlanning * Course Catalog

Search for Courses and Course Sections

Sea r course:
™= < Back to Course Catalog
B Filters Applied: (20195u x )
I Filter Results
Availabilit ~ : . ( \
Y ACA-115 Success & Study Skills (1 Credits) ( AddCoursetoPlan )
This course provides an orientation to the campus resources and academic skills necessary to achieve educational objectives. Emphasis is
Open Sections placed on an exploration of facilities and services, study skills, library skills, self-assessment, wellness, goal-setting, and critical thinking,
Upon completion, students should be able to manage their learning experiences to successfully meet educational goals.
Subjects 2] Requisites:
None

ACA - Academic Related (2)

ART - Art (1) View Available Sections for ACA-115 v

BIO - Biology (1)

CIS - Information Systems (1)

COS - Cosmetology (3)
Show All Subjects

ACA-122 College Transfer Success (1 Credits) . Add Course to Plan )

Locations A This course provides information and strategies necessary to develop clear academic and professional goals beyond the community college
experience. Topics include the CAA, college policies and culture, career exploration, gathering information on senior institutions, strategic
planning, critical thinking, and communications skills for a successful academic transition. Upon completion, students should be able to

Website (22) develop an academic plan to transition successfully to senior institutions.

Main Campus (19)

Off Campus (1)
F This course was attempted or already completed

Show All Terms S

Reaquisites:

Fig. 42. The search reveals a list of all courses available for the selected term. You may also find
a list of courses on the college’s website; search the CURRENT STUDENTS tab for CLASS
SCHEDULES. Hardcopies of the class schedule are also distributed in different locations around
the college.
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SECTION 5. STUDENT FINANCE

There are other tools currently available in Self-Service. Students may click on STUDENT FINANCE to see
their latest statement. Online payments are not yet available.

X Q?ﬁxzky“}“? Corore i 8 mc12345 (> signout @ Help

Pl Hello, Welcome to Colleague Self-Service!

Choose a category to get started

-
oy
() Student Finance e Student Planning
Here you can view your latest statement and make a payment online ; Here you can search for courses, plan your terms, and schedule & register your
3 s :
course sections.

[h] Grades

Here you can view your grades by term.

© 2000-2019 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

Fig. 43. After logging into Self-Service, click on the STUDENT FINANCE module.

& mci23ss [ signout @ Help

Financial Information Student Finance Account Summary
f
Account Summary
1 View a summary of your account
Account Overview
=
Amount Due 5/22/2019 $783.25
+ Amount Overdue $0.00
= Total Amount Due $783.25
Total Account Balance $783.25 Account Activity
2019sU $783.25
2019s5P $0.00
2018FA $0.00

Fig. 44. The home screen of the Student Finance module is the Account Summary/Account Overview.
The student’s total balance is shown as “Amount Due.” The amount due for the student shown reflects
charges associated with a semester that has not yet begun; in this illustration it is the 2019 Summer
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Term. Charges will not be shown for courses that are only planned; charges appear after the student is
registered for the course. No other charges have been carried forward from previous semesters, so
there is no amount that is overdue. The only charges due reflect an upcoming term.

Account activity for individual terms can be seen by clicking on the term. The 2019 Spring term is shown.

"> Martin 0
\2< -c%n‘ml;;gity &%[ ‘f&/‘%’c& mc123ds (3 signout @ Help
& Financial Information * Student Finance - Account Activity
Account Activity
E"' View your Financial Activity
L Term| 20195p - Balance: $0.00 v B View Statement

% y,
q >
- ¢ et
Charges = Fnsncsiad | T Refunds = Balance
$620.64 $2,036.07 $1,415.43 $0.00

( Expandan )
Charges $620.64 v
Financial Aid $2,036.07 v
Refunds $1,415.43 v

Balance $0.00

Fig. 45. The Account Activity screen for this term shows Charges, Financial Aid awards, Refunds, and the
student’s Balance. Choose EXPAND ALL to view details for any of these categories. To view and/or print
a statement, click VIEW STATEMENT.

‘-""Qi’ﬁ"r‘-;wr-m mc12345 (> signout @ Help

Financial Information Student Finance Account Activity

Account Activity

View your Financial Activity

]

(]

TErm| 201950 - Balance: $783.25 he [3 View Statement

P
"4

&
Charges Balance
$783.25 $783.25

Collapse All

Charges $783.25 A

Miscellaneous £783.25 ~

Invoice Date Description Amount

000181487 3/26/2019 Registration - 20195U $783.25

Fig. 46. View the account activity for the 2019 Summer Semester. In this illustration, that term has not
yet begun. Only the charges are shown; Financial Aid awards and refunds (if applicable) have not yet
been processed. The student is responsible for paying the balance on the account.
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SECTION 6. GRADES

8 mczss (> signout @ Help

Pl Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

) Student Finance = Student Planning

Here you can view your latest statement and make a payment online. Here you can search for courses, plan your terms, and schedule & register your

¢

course sections.

1] Grades

Here you can view your grades by term.

© 2000-2019 Ellucian Company L.P. and its affiliates, All rights reserved. Privacy

Fig. 47. There are other tools currently available in Self-Service. Click on GRADES to see grades by term.

mc12345 > signout @ Help

Academics Grades

#H
Grades © Print
_
=
- 20195U (5/23/2019-7/29/2019) w
2019SP (1/7/2019-5/6/2019) w
2018FA (8/16/2018-12/17/2018) o

Term GPA: 4.000

Fig. 48. The Grades Module will now show terms for which grades are available.
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Academics Grades

Grades & print

=
oo
3 2019SU (5/23/2019-7/29/2018) ~

Course Section Title Credits Final Grade

BIO-168-70 Anatomy and Physiology | 4

2019SP (1/7/2019-5/6/2019) ~

Course Section Title Credits Final Grade

ENG-111-11 Writing and Inquiry 3

PSY-150-54 General Psychology 3

S0C-210-51 Introduction to Sociology 3

SPA-112-53 Elementary Spanish Il 3

2018FA (8/16/2018-12/17/2018)

Term GPA: 4.000 -
Course Section Title Credits Final Grade
ART-111-52 Art Appreciation 3 A
SPA-111-51 Elementary Spanish | 3 A

Fig. 49. Click on the term heading and the heading will collapse to show grades for the term. If a course
is not completed, a Final Grade will not be shown. The PRINT function will allow you to print grades from
one or more terms.
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